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How a Business Plan Can Be Useful
A business plan has four (4) major functions:
• Structure
• Validate
• Plan
• Convince

The first function of the business plan is to help you 
structure your ideas and to put them in written 
form. Through this process, you will be able to detail 
every aspect of the project clearly and concisely.

Then, you will be able to demonstrate the feasibi-
lity of the plan. Through this exercise, you will be 
required to deal with various types of data and 
information that you previously collected and to 
confirm their validity.

Various aspects of your project will also have to be 
tested as to their feasibility and your ability to bring 
the project to a successful conclusion. A business 
plan will become your main strategy for the next 
several years.

Lastly, you should be able to demonstrate that the 
project is a good investment from the funder’s pers-
pective and that it based on solid investment criteria.

You should never trivialize the business plan as a 
mere document that you are required to produce 
for funding purposes. A business plan is a working 
tool which will help you successfully complete your 
project. It is equally important to maintain realis-
tic expectations: based on the type of project the 
preparation and drafting of a business plan may 
require up to 200 hours of work.1 

Note:
Based on the scope and the nature of the project, 
some sections might be less relevant than others.

1  According to Entrepreneuriat Laval

Cover Letter
The cover letter allows you to personalize your 
business proposal to each funder. It also provides 
you the opportunity to demonstrate how your pro-
ject meets the specific needs of each one.

Executive Summary
The executive summary helps you to highlight the 
important information about the project. The pur-
pose of this section is to arouse interest in the reader 
to go through to the entire document; it will also 
provide the reader with key information in a single 
section. This section must be drafted at the very 
end after you have completed the business plan. 
Generally, the following information is included:
• Presentation of product/service
• Major financial forecasts

• Forecast of earnings
• Break-even-point and date at which it will be 

achieved
• Brief description of target market
• Brief introduction to project promoters
• Location
• Project cost
• Start-up date

The Project

History
This is where you present the genesis of the pro-
ject, the goal of which is to answer the following 
questions:
• What is the specific need for your product/

service and how did you identify this need? 
• How did you develop your product/service?

In this section, do not hesitate to describe the way 
in which your project will deal with specific issues in 
your community or First Nations. This point is usually 
of fundamental concern to funding organizations 
and financial institutions.
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Description
After you have described the needs that your pro-
ject will help fulfill, it is time to present your product/
service specifically in terms of how it will meet these 
needs. Keep in mind that you will also be presen-
ting your product/service in detail in the “Marketing 
Plan” section. At this point, it is not necessary to go 
into detail, in order to avoid repetition in later sec-
tions. Usually, the following information is presented:
• Name of product/service
• How the project/service will be useful
• Particular details
• Target clientele
• Location

Mission
The mission is the foundation principle of your 
company. Two or three sentences are sufficient to 
describe your company.

Examples:

Hair Dressing Salon
Provide quality hair dressing services for men and 
women of all ages in the City of Quebec.

Prefabricated Housing Company
Simplify access to ownership for Canadians by pro-
viding turnkey housing services.

It must also answer the following questions:
• What? 
• Why?
• For whom?
• How?
• Where?

The mission also provides the opportunity to explain 
to funders how your project will be beneficial for 
Aboriginal populations and increase their prospe-
rity and success.

Vision
The vision describes how your company will evolve. 
It will guide your actions and the actions of your 
employees towards a common goal.

Examples:

Furniture chair manufacturing company
Ensure that your industry becomes a market leader.

Disaster recovery and cleaning company
Be recognized as the company of first choice in 
disaster clean-up in Québec.

Objectives
Objectives are linked to your vision, which is usually 
a general statement. The objectives represent the 
concrete goals that will help you achieve your vision. 
They will help measure your progress. A good objec-
tive will meet the following criteria:

Specific
Easy to identify.

Measurable
You have to be able to quantify the objective.

Acceptable
Coincides with the values of the company.

Realistic
Even though an objective always represents a chal-
lenge, it must be realistically feasible.

Timely
An objective must have a clear time frame.

Examples:

Furniture chair manufacturing company
Gain 30% market share in the chair sales retail 
market in Quebec within five (5) years.

Disaster recovery and cleaning company
Be recognized as the main disaster clean-up com-
pany in the “Consumer Option” poll of the City of 
Sherbrooke within three (3) years.
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Values
Values help to guide the actions and decisions of 
the company. 

Examples: sharing, communication, respect for the 
environment, team work, innovation, equity, etc.

There is a temptation to consider this section as less 
important; however it may provide the opportunity 
to highlight a specific social or environmental value 
of your particular project.

Calendar of Completion
This section will help you to present the time frame 
for completion and identify steps that have been 
completed and steps yet to be completed. It will 
help the reader understand where the company 
how stands and what the company intends to 
achieve in the future.

The Promoter(s)

Presentation of Promoter(s)
This is the section in which you introduce the pro-
ject promoters. The main purpose of this section is 
to demonstrate to the leader what the promoters 
have done to help the project advance.

The curriculum vitae of each promoter should be 
attached in the appendix. In the body of the text, 
you should explain how the professional experience 
and skills of the promoters will be useful for the pro-
ject. In general, there are three (3) types of skills 
that are important:

Project specific skills
These are the technical skills specifically required 
for the project. For example: if you are opening a 
bakery, bread making skills will be required.

Management skills
These are the skills that are needed to successfully 
manage your project. For example: accounting, 
employee management, stock management, sales 
management, etc.

Business skills
These are the personal and interpersonal skills that 
will help you make your project a reality. For exa-
mple: how to manage priorities and risks, ability 
to delegate, resourcefulness, ability to work on a 
team, etc.

If there are several promoters, you should demons-
trate how the respective skills of the promoters are 
complementary.

Distribution of Tasks and Responsibilities
This is the section where you describe how the key 
responsibilities in your company will be delegated. 
If you are a single promoter, it may be impossible for 
you personally to take charge of every aspect of the 
project. You should therefore indicate how you will 
be able to overcome this. 

These are the types of tasks and responsibilities 
that should be taken into consideration:
• Sales
• Production
• Financial management
• Employee management
• Etc.

External Resources
After you have presented the promoters and the 
distribution of tasks and responsibilities, it may 
become apparent that there are skills lacking in 
the project. In this section, you can identify other 
resources that you can count on to complete your 
project. This will demonstrate to the reader that 
not only you need support but also that you know 
where to find it. The reader will be reassured that 
you are fully aware of your short-comings but also 
know how to overcome them. The most frequent 
examples of external resources are: lawyer, accoun-
tant, tax specialist, communications advisor, etc.
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Legal and Organizational Structure

Legal Form and Division of Ownership
This is where you will be able to indicate that you 
know what type of legal registration you are seeking 
for the company. This decision will have both legal 
and tax impacts on you and your company. It is 
preferable to consult a specialist before making a 
decision. The following link explains the different 
legal forms a company can take: 

FR: https://www.sajeenaffaires.org/documents/
immigraffaires/Page23_Formes-juridiques.pdf

EN: https://canadabusiness.ca/
starting/before-starting-your-business/
corporation-partnership-or-sole-proprietorship/

In this section, if there is more than one promoter, 
you should describe the division of ownership of the 
company. It is important to specify the extent of 
Aboriginal ownership in the company. 

For your information, in order to be eligible for 100% 
funding available under the two (2) main Aboriginal 
funding programs, the Aboriginal promoter must 
retain more than 50% of ownership in the company 
and exercise effective control. Under the provincial 
program, if the Aboriginal promoter is not a majo-
rity owner of the company, the financial assistance 
will not be equal to the amount requested, but 
only to the percentage of the amount equal to the 
percentage of Aboriginal ownership. For example: 
if the Aboriginal owner holds 15% of the company, 
the eligible funding granted will be 15% of the 
amount requested. Under the federal program, if 
the Aboriginal owner does not hold a majority inte-
rest, no funding will be granted.

Business Contract
If there are several promoters, it is very important 
to have a written business contract stipulating how 
the company operates. This ensures that there 
will be clear rules in case of disagreement. Among 
others, the following points should be included:
• Division of profits
• Exit process for any promoter
• Decision-making mechanism
• Death of a promoter
• Etc.

It is strongly recommended to consult a lawyer or a 
notary to draft such a contract. This contract does 
not have to be included in the business plan, but 
you should make sure that there is such a contract 
and that the major clauses are summarized in the 
business plan.

Organizational Structure
If there are several promoters, you will present the 
organization structure of the company in this sec-
tion, specifying the various reporting functions.

Contribution of Promoters
You must present how each promoter will contri-
bute to the project. This will demonstrate that your 
project is serious and that you are confident that 
it will succeed. Before asking the funder to take a 
risk by investing in your project, you must be able 
to demonstrate that you are ready to do the same. 
Promoter contributions may take the form of liqui-
dity, assets or expertise. You must also detail how 
much time each promoter will contribute.

https://www.sajeenaffaires.org/documents/immigraffaires/Page23_Formes-juridiques.pdf
https://www.sajeenaffaires.org/documents/immigraffaires/Page23_Formes-juridiques.pdf
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Market Analysis

Sector of Activity in which Company  
will be Engaged
This is where you describe the sector of activities in 
which your company will be engaged. For example: 
agriculture, restaurant-food services, retail trade, 
on-line sales, lumber processing, etc.
• You should also be able to answer various 

questions that a reader might raise:
• How has this sector been developing over recent 

years?
• What are the main features of this sector?
• What are future forecasts?

Keep in mind that the reader may have no knowle-
dge of your business sector.

It is especially important throughout the entire 
“Market Analysis” section to refer to the informa-
tion and data that you have at your disposal. If the 
reader cannot validate your sources of information, 
it will be of little value. 

Features

Trends

General Environment
You should carefully present the environment in 
which your company will develop. Here are a few 
questions that you should be able to answer:
• What is the best region for my company?
• What are the features of the environment which 

might influence the company?
• What are the opportunities?
• What are the threats?
• What is the action plan to respond to the 

opportunities and threats identified?

In order to facilitate your analysis, you may use the 
tool known as PESTEL:

Political
Economical
Social
Technological
Environment
Legal

You can use the following table that may help you structure your project:

Features Opportunities Action Plan Threats Action Plan

Political

Economical

Social

Technological

Environment

Legal

Not every element will necessarily produce an impact on your project; however you should deal with those 
that have the greatest relevance. 
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Target Market
Use this section to present the clientele that is most 
likely to buy your product/service in detail. You 
should keep two (2) main points in mind: client pro-
file and purchasing habits.

Profile
You must present the main features of your target 
clientele. To do this, try to answer various ques-
tions, depending on whether your product/service 
is designed for individuals or organizations:
• Individual

• Age?
• Gender?
• Income?
• Level of education?
• Etc.

• Organization
• Size?
• Sector of activity?
• Number of employees?
• Etc.

Purchasing Habits
This is the time to analyze the behaviour of your 
target clientele. Here are a few sample questions to 
help you do this:
• What are the motivations to purchase?
• Where do clients make their purchases?
• What are client’s expectations regarding the 

product/service?
• Quality
• Price
• After-sale service
• Etc.

• What is the purchase frequency?
• How much does a client spend for such a 

product/service?
• Is the customer a compulsive or reasonable 

buyer?
• Where does the customer get his or her 

information?
• Etc.

Potential Market
Now that you have gathered relevant information, 
it is time to quantify the potential sales in your 
market. For example, if your target customers meet 
the following criteria and you are selling handmade 
razors in the Montreal Region:

Gender Male
Age 18 to 35 
Annual Income Over $60,000
Annual purchases of 
shaving equipment $200 

The market potential for your product can be calcu-
lated as follows:

Segment
Number 
within 

Territory

Annual 
Expenditures

Total 
Expenditures 

in Market 
Region

Men between 
18 and 35 with 
annual income 
over $60, 000

170,000 $200 $34,000,000

450 000 men living in  
the region of Montréal

220 000 aged  
between 18 and 35

170 000 income  
> $60 000
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The objective is to convince the reader that there is 
a real need for your product/service. 

How to Analyze the Competition
You should also present your competitors. Competitors 
may be divided into two main categories: direct and 
indirect competitors. Direct competitors are those 
that offer a similar product/service. Indirect compe-
titors are those that offer a different product that 
meets the same needs.

You have to answer to the following questions:
• Who are the competitors?
• What are their strengths?
• What are their weaknesses?
• Which ones represent the greatest threat?

The analysis can be presented as follows:

After you have calculated your market potential, 
you should estimate what proportion of this market 
you might be able to appropriate. 

For example, if you hope to conquer 2% of the 
market, your potential total business sales will be 
$680,000. ($34,000,000 x 2%).

If you are already in business or have already iden-
tified potential customers, you should add this list 
as an appendix. This will convince the reader of 
your ability to attract the attention of your target 
clientele.

Market Study
In order to demonstrate the credibility of your 
business plan, you should provide a study suppor-
ting your market analysis. Depending on the scope 
and nature of your project, as well as the availabi-
lity of data, you may use any of the different kinds 
of studies available:
• External market studies that are already 

available
• Poll 
• Socio-funding platform
• A market study commissioned

Competitor Strengths Weaknesses

Competitor A

Competitor B

You may also rank your competitors based on factors which are most relevant to business success in the 
sector. Example:

Competitor Sale Force Accessibility After-sale 
Service Variety Publicity

Competitor A 3 1 5 3 2

Competitor B 2 5 4 3 2
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In this analysis, you have to pay attention not only 
to competitors that are physically present but also 
on-line competition, such Amazon.

Furthermore, you should also try to quantify the 
market share of each competitor.

Competitive Advantage(s)
Use this section to present how your project can be 
distinguished from the competition. The compe-
titive advantage is the main argument which will 
convince the reader that your company will success-
fully set itself apart. To be effective, a competitive 
advantage should be:

Unique
Yours is the only company that has this advantage.

Difficult to imitate
If it is easy for a competitor to reproduce the same 
advantage, such an advantage will not be sustai-
nable for long.

Clearly superior
To be truly effective, your advantage should give 
you a head start over your competitors.

Competitive advantages may come from several 
sources:
• Exclusive know-how
• An established brand
• An effective distribution network
• Privileged access to certain markets
• Etc.

In summary, you must be able to demonstrate why 
people prefer to do business with you rather than a 
competitor.

Resources
Here are a few useful links which will provide pre-
liminary information for the market analysis. 
Depending on your project, there may be other 
sources of information available. Please feel free to 
contact a FNQLEDC advisor for assistance!

FR:
http://www.stat.gouv.qc.ca/
http://www.statcan.gc.ca/fra/debut
http://www.ressourcesentreprises.org/
recherche-dinformation-de-marche/
https://www.icriq.com/fr

EN:
http://www.stat.gouv.qc.ca/default_an.html
http://www.statcan.gc.ca/eng/start
http://www.ressourcesentreprises.org/en/
market-information-researsh/
https://www.icriq.com/en

Marketing Plan

Presenting your Product/Service
This is the ideal place to present your product/ser-
vice in detail. You have already provided a brief 
introduction in the project description. Here you 
must make a more specific presentation. You may 
use these examples to present either a product or 
a service:
• Product

• Various product lines
• Quality
• After-sale service
• Shelf life
• Technical features
• Etc.

• Service
• Description
• Turnaround time
• Steps for completion
• Deliverables
• Etc.

http://www.stat.gouv.qc.ca/
http://www.statcan.gc.ca/fra/debut
http://www.ressourcesentreprises.org/recherche-dinformation-de-marche/
http://www.ressourcesentreprises.org/recherche-dinformation-de-marche/
https://www.icriq.com/fr
http://www.stat.gouv.qc.ca/default_an.html
http://www.statcan.gc.ca/eng/start
http://www.ressourcesentreprises.org/en/market-information-researsh/
http://www.ressourcesentreprises.org/en/market-information-researsh/
https://www.icriq.com/en
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Positioning
Here you should present how your product/service 
will be positioned in comparison to available supply 
in terms of features that are important for the cus-
tomer. This is how you can present the product 
features that you will want to highlight. For exa-
mple, if you are a car manufacturer building luxury 
vehicles, you will focus on the luxury rather than on 
the price.

After-sale Service
Based on the type of product/service that you 
are offering, after-sale service should become an 
integral part of the offer. This should include the 
following points:
• Guarantee
• Availability of support
• Satisfaction survey
• Etc.

Price Strategy
Use this section to explain the price range of your 
product/service. Here are different factors to take 
into consideration:
• How did you set the price?

• Is the price set by the market?
• Are you able to sell at a price that will cover 

your costs?

• Do you have different price ranges for different 
customers?
• Ex.: Wholesale or retail prices

You should also use this section to develop a diffe-
rent payment conditions and options that are 
available. For example:
• Is it possible for customers pay by instalment?
• Will you provide a discount to customers who 

pay up front?
• Will you accept credit cards?

Distribution Strategy
Now it is the time to present how you will make your 
product/service available to the clientele. There are 
several possibilities:
• On-line sales
• Store front sales or distribution network
• Retail sales
• Distributor sales
• Etc.

It is important not only to name your strategy, but 
also to develop and explain how you intend to 
implement this strategy.

Advertising and Communication Strategy
In this section, you must explain the strategy you 
will use to gain greater recognition for your com-
pany and product/service. If you have several types 
of customers, you might need to adapt the strategy 
to each type of customer. It is important to create a 
time-based strategy and to present the real costs. 
Here are a few ideas to think about:
• Web and social media

• What are the platforms you wish to use?
• What type of content will you produce?

• Advertising
• What is the message you wish to 

communicate?
• What media will you use? (Television, radio, 

web, flyers, etc.)
• Sales forecast

• Network
• What type of events do you wish to sponsor?
• Etc.
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Sales Forecast
Once the Marketing Strategy has been developed, 
it is now time to estimate the quantity of sales for 
each product/service during the first three (3) years 
of operation. These forecasts should be made on a 
monthly basis and to justify your sales forecast you 
must present the hypotheses on which the forecasts 
are based.  These forecasts should be included as 
an appendix and will help you prepare your finan-
cial forecasts.

Operations Plan

Capital Expenditure Required
Use this section to present the capital expenditure 
that may be required.  Capital expenditure includes 
everything that the company will need in the long 
term (more than one (1) year).  Examples: land, 
building, equipment, rental improvements, office 
furniture, etc.

For every major expenditure, you should provide 
a brief description and explain its purpose for the 
company.  You should also present the price of all 
capital purchases and include in the appendix any 
request for proposals or other proof of purchase. 
It is very important to clearly distinguish between 
the assets you intend to acquire and those you own 
already.

Location and Improvement to Facilities
You should also present the location you have 
chosen and why you choose this location for your 
business. If you intend to rent a premises, you must 
also include the cost of the rent. Furthermore, if 
the business must make specific renovations to the 
location, you should also include the renovations 
plan and costs. Please note that funding is avai-
lable for such costs.

Procurement
In this section, you should present the major pur-
chases that you will need to make for your product 
or service. Then you should present the suppliers 
with whom you will be dealing and include a price 
list in the appendix.

Business Process Description
In this section you must describe the main stages 
leading up to the production of your product or 
delivery of service. This is a very important section, 
particularly if your product/service involves several 
complex stages. Where applicable, please present 
the resources required at each step of the process.

Production Capacity
Your production capacity will be limited by various 
factors such as the availability of resources, equip-
ment, time, etc. In this section, calculate your 
production capacity of maximum service delivery 
potential for one year and break down this calcu-
lation on a monthly basis. This will also help you to 
determine your maximum sales.

Human Resource Plan

Description of Needs
In this section, please describe the range of staffing 
needs. The easiest way to do this is to provide a job 
description for each position. These are the main 
questions you should be able to answer:
• How many employees do you need?
• What type of skills/training do the employees 

need?
• What type of experience should employees 

have?
• Will you provide specific training for company 

employees?
• Are manpower resources available in your 

region?
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Job Descriptions
For every position identified, please provide a job description.

Compensation Policy
You should also be able to quantify your employment costs. To do this, you must calculate the compensation 
for each position that has been identified. The proposed compensation must be consistent with the require-
ments that you have established and current market wages in order to be able to recruit qualified staff.

You will then calculate your labour costs. The following model can help you with these calculations:

Position Hourly 
rate

Hours per 
week

Number of 
week per 

year
Sub-total Benefits Sub-total Number of 

employees Total

Sales 
staff

Director

Total

In order to determine wages according to the type of employment, please consult the “Guide des salaires 
selon les professions au Québec” available in the site of Employment Quebec:

FR : http://www.emploiquebec.gouv.qc.ca/uploads/tx_fceqpubform/00_imt_guide-salaires-
professions_2017.pdf

EN: Only available in French

http://www.emploiquebec.gouv.qc.ca/uploads/tx_fceqpubform/00_imt_guide-salaires-professions_2017.pdf
http://www.emploiquebec.gouv.qc.ca/uploads/tx_fceqpubform/00_imt_guide-salaires-professions_2017.pdf
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Financial Plan
In this section, you must validate the financial cal-
culations of your business plan in order to determine 
the feasibility of your project. For many people, 
this is the most difficult section. Please contact 
FNQLEDC advisor at any time for support and tools.

Project Cost and Funding
In this section, you should present the total costs 
required to complete your project as well as how 
you intend to finance these costs. Generally spea-
king, the following elements should be included in 
project costs:

Starting inventory
This includes what you need to begin to produce or 
to sell.

Capital expenditures
These have been identified in the operations plan.

Operating funds
This is the money that you will require to pay your 
current expenses until the company is able to gene-
rate sufficient cash-flow. You can estimate these by 
establishing a provisional cash-flow.

Start-up costs
These are the expenses that will be required in 
order to launch the company (example: rent, legal 
costs, etc.).

The funding plan should cover all project costs. 
There are many potential sources of funding:
• Personal investment
• Subsidies
• Funding from family and friends
• Bank loan
• Socio-funding
• Etc.

Forecast Cash-Flow
The forecast cash-flow is the forecast of anticipated 
cash input and cash output for the first three (3) 
years of operation. This information must be pre-
sented on a month basis. In addition to being one 
of the main documents required in the analysis of 
your application for funding, the cash-flow state-
ment will help you forecast the liquidity needs of 
the company to maintain its operations.

Forecast Financial Statements

Opening Balance
The balance is a snapshot of the financial situation 
of your company at a specific moment in time. It 
presents the assets, liabilities and equity of your 
company.  Assets are everything that is owned by 
the company and owed to the company. The lia-
bilities are the debts or what the company owes. 
Equity consists of the financial resources (outside 
of the debt) that the company owns (for example: 
shares issued, surplus generated and contributions 
of the owners).

The opening balance presents the financial situa-
tion of the company before the beginning of its 
operations.

Forecast Balance Sheet
The forecast balance sheet presents the financial 
situation of the company anticipated at the end of 
each year of the first three (3) years of operation.

Forecast Results
The forecast results represent anticipated earning 
and expenses for each of the first three (3) years of 
operation of the company. It is this document that 
will be used to judge the performance and profita-
bility of the company.
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Working Hypothesis
Because your company is not yet in operation, most 
of the information is presented by way of forecasts. 
You must therefore explain to the reader the wor-
king hypothesis and data on which these forecasts 
are based. This section is crucial in order to ensure 
the credibility of your forecasts.

Analysis of Financial Forecasts
In this section you must provide the analysis of your 
financial forecasts in order to demonstrate to the 
reader the profitability of your project. You might 
even come to the conclusion that your company will 
be profitable.  In this case, you will have to review 
your business plan to determine what needs to be 
changed or improved to ensure profitability. 

You must also compare the important financial 
ratios in your sector of activity to the ratios of your 
competitors. In addition to profitability, this will 
allow you to understand your performance and to 
determine whether or not you have the financial 
resources required to support competition.

Appendices
The appendices include all the documents that will 
support your business plan:
• Curriculum Vitae
• Submissions
• Financial statements of previous year if your 

company is already in operation
• Personal balance statement (if required by 

funder)
• Sales forecasts
• Any other relevant documents

Bibliography
You must also provide references for any infor-
mation documents that have been used in your 
business plan. This will allow the reader to validate 
the information therein.
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